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To: 


Branch  ar-cl  Division  Chiefs  eJicl  ?.egional  Directors 


J'rom : 


Frederick  C,  McUillen,  Crdef,  Personnel  Division 


Sul)  ject : 


Utilization  of  Manpov:er  in  A,  M.  A. 
Reference  to  StenO;-;raphi c  Workers 


with  Particular 


In  Acijnini strator' s  Hemorand-oia  IiTo,  33  particular  attention  W3,s  called 
to  the  importpjice  of  better  utilization  of  raaiipower  in  this  Adminis- 
tration.    In  this  connection  evervone  is  familiar  v.dth  the  fact  tliat 
considerable  difficulty  is  being  encountered  in  the  recrui tnent  of 
stenographic  help.     The  Ci^ril  Service  Co:?J:ii ssion  has  stated  that  the  suppl 
of  stenographers  is  rapidly  becoming  depleted.     For  this  reason  it  is  ex- 
tremely important  that  every  office  rnpke  complete  use  of  the  services  of 
employees  v;ho  are  aualified  to  perforra  stenographic  duties. 

Under  the  circojnsts.nces  ^^dll  you  please  make  a.  thoro-ogh  inventory  of 
your  personnel  ^dth  the  viev;  to  apking  better  use  of  employees  vrith 
st enogra^ohic  q.ualifi cations?    It  :n?^^  be  disirable  in  large  'onits  to 
pool  stenographJLc  resoiirces  by  maZcing  available  to  dicta. tors  ^dthin  the 
im.Tiediate  organizational  units  the  services  of  persons  qua.lified  to  do 
stenographic  work  and  spread  out  anong  other  employees  v/ho  do  not  possess 
these  nual-ifi Cations  the  other  kinds  of  clerical  a-nd  t^/pewri ting  duties. 
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